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BACKGROUND

The annual store accounts reconciliation will be based on a April 30 physical
inventory in order to allow that reconciliation to be completed before other
June 30 closing activities occur.  To enable each organization to conduct
store reconciliation activity throughout the year and thereby reduce problems
during the April reconciliation activity, the Bureau of Fiscal Services (BFS)
will submit interim store ledger balances as of October and January of each
fiscal year.

PROCEDURES

1. Each organization shall take a physical inventory of their stores as of
April 30.  The April physical inventory store report will have the
following:  Name of Institution, Appropriation, Account Number, Account
Classification, R/A, Item Description, Unit by Type (case, can, bushel,
etc.), Size (case of 6, 12, 24 or #10 can, etc.), Number of Units, Unit
Price, Unit Total (number times price) and Grand Total.

Special care must be taken to ensure all purchases are recorded on the
stores records as the goods are received.  This activity must occur even
though the invoice paying for these items may not have been processed
for payment.  Failure to do so will result in the recorded issues
creating an unacceptable negative inventory value.

2. In mid-May, the Bureau of Fiscal Services will provide each organization
the final ledger values of their store accounts.  In most cases the
store accounts are recorded in responsibility area 071.  However,
certain organizations may also be using areas 075 and 077.  Separate
sheets will be utilized for each responsibility area's activity.

The information will be provided to you in the format shown on the
attached sheet.  Please select only those lines that pertain to store
accounts within each appropriation.  A brief explanation of each column
is as follows:

a. 4 digit account -- Identifies the characters the computer uses to
select the proper account for columns (2) and (3).



INST 2.1
Page 2 of 5

b. 5 digit account -- Represents expense account for current year
store purchases.

c. 5 digit account -- Represents asset account to select prior fiscal
period ending store account balance.

d. Assets -- Represents the dollar value of store account balances
brought forward from the prior fiscal year.

e. Expenditures -- Represents the dollar value of current year store
account purchases as of April 30.

f. Total -- Represents your book value of your store accounts as of
April 30. (Column 4 + Column 5).  Reconcile this amount to your
physical store account inventory.

3. Each organization shall reconcile the April physical inventory to the
April book values by using the Form DMS-762 Store Inventory
Reconciliation Worksheet (Form DMS-762 can be ordered from the Forms
Center).  To accomplish your reconciliation, it may be necessary to
account for items that were included on your physical inventory as of
April 30 but were not paid for until later.  Those on ledger adjustments
should be recorded as an addition on the Stores Inventory Reconciliation
Worksheet (See page 4 of 5, item A).

If any adjustment, increase or decrease, is not on ledger, a journal
voucher must be prepared (see attached example, page 5 of 5).  Record
the adjustment on the Stores Inventory Reconciliation Worksheet (see
page 4 of 5, item B).  Debits on your journal voucher will be recorded
as additions on the Reconciliation Worksheet.  Credits on your journal
voucher will be recorded as deductions on the Reconciliation Worksheet.

Any adjustment in any account in excess of $500 will require a detailed
explanation.

4. Each organization shall have the April 30 physical inventory stores
report, reconciliation worksheet (example attached), and the necessary
journal vouchers, completed and returned to the Bureau of Fiscal
Services by June 17.

ATTACHMENTS

1 DMS-762 (State Inventory Reconciliation Worksheet)
2 DMS-122 (Journal Voucher)--store reconciliation entries
3 Stores Inventory Report, per FMS.

CONTACT PERSON

Your Lead Accountant in BFS








